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The guiding principles of this risk assessment are: 
o Minimising Contact and Mixing 
o Avoiding contact with anyone who has symptoms 
o Frequent hand cleaning and good respiratory hygiene practices 
o Regular cleaning 
Everyone at Hartest CE Primary School needs to keep these 4 guiding principles in mind and use them as ongoing guiding principles. This risk assessment 
provides more detail and specific guidance to be followed.  
 

Risk Assessment COVID-19 Re-opening from 1/06/2020 Risk 
Calculator 

Likelihood 

Date of 
Assessment 23.05.2020 Consequence Unlikely Possible Likely 

Signed  Slightly 
Harmful 

Trivial Acceptable Moderate 

Role Supporting Headteacher Harmful Acceptable Moderate Substantial 

  Extremely 
Harmful 

Moderate Substantial Unacceptable 

      

 

 

No action required 

If reasonably 
practicable take some 
action to reduce the 

risk 

Action must be taken 
to remove or reduce 

the risk 

Unlikely Probability of happening is close to zero 
Possible Has happened in the past and could happen again 
Likely Almost certain to happen, to be expected 
  

Slightly Harmful Superficial injuries, minor cuts, bruises, first aid treatments 
Harmful Time off work / school, ambulance / A&E needed, temporary disability 
Extremely Harmful Death, fractures, amputation, permanent disability 
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Identified 
Hazard 

Who may be 
harmed 

Risk rating before 
controls 

(consequence x 
likelihood) 

Control measures 

Risk rating after 
controls 

(consequence x 
likelihood) 

Control 
measures by 

(initial) 

Spread of 
germs including 

COVID-19 

Staff, pupils 
and parents 

Unacceptable Guidance for everyone attending school and 
entering the building 
o Hand washing (for 20 seconds with soap) – to 

be completed on entry to school, then every 
hour, when coming in from outside, before 
eating. Staff to review and teach good habits 
and routines by using age appropriate games, 
song and repetition.  The e-Bug lessons are to 
be used regularly to ensure that all children are 
washing their hands correctly. 

o Hand sanitiser to be used when entering and 
exiting classrooms. 

o Ensure all surfaces are sanitised and wiped 
down. 

o If a new continuous dry cough develops the 
person is to be isolated and sent home 
immediately. Self-isolation advice to be given. 

o Toilets can only be accessed through own 
classrooms so distancing can be maintained. 

o Break and lunchtime to be staggered so that 
distancing can be maintained. 

 
 

Moderate  
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Spread of 
germs including 
COVID-19 
specific to the 
classrooms 

Staff, pupils 
and parents 

Unacceptable o Pupils in Year 6 will be in class groups of no 
more than 15 children with one teacher and 
teaching assistant.  

o Pupils in Reception and Year 1 will be in class 
groups of no more than 15 children with one 
teacher and two LSAs – making three bubbles 
of no more than 5 children within the learning 
area. 

o Contact between class groups to be minimised. 
Class groups to remain as class groups having 
separate break and lunch – not mixing with 
other class groups. Where the age of the pupil 
allows they should have their own place in the 
classroom with their own equipment. This 
should not change or be shared. 

o Social distancing as much as possible, desks and 
chairs must be placed as far apart as possible, 
children must be spaced out on the carpet. 

o Pupils must remain in their allocated classroom 
and not go to different classrooms.  

o Classroom should be well ventilated with open 
doors and windows.  

o Classrooms should be accessed from the 
outside. 

o Around the outside of the school the one-way 
system should be followed.  

o Class groups to remain as class groups. They 
should not mix with other class groups. Adults 
should remain with their assigned class groups.  

Moderate 
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o Staff must maintain a 2 metre distance when 
communicating with all other members of staff, 
especially when they operate outside of their 
class group.   

o Give frequent reminders to avoid touching of 
the face.  

o ‘Catch it, bin it, kill it’ approach to be used to 
promote good hygiene behaviours. All pupils 
need easy access to tissues and lidded bins. 
Hands to be sanitised after sneezing or 
coughing.  

o Hand sanitiser to be used when entering and 
exiting classrooms.  

Spread of 
germs including 
COVID-19 
on surfaces 

Pupils and 
Staff 

Unacceptable o Follow the COVID-19: cleaning of non-
healthcare settings guidance 

o Cleaning staff have been given a copy of this 
risk assessment. 

o Enhanced cleaning arranged with extra hours 
for cleaning the school on a daily basis. 

o Maintain the regime of changing gloves and 
cloths for different areas. 

o Toilets: Daily cleaning of door handles/cubical 
door handles/locks/toilet flush/toilet seats 

o Staffroom: Daily cleaning of tables/ worktop 
surfaces/touch points/kettles/microwave 
controls/door/fridge door handles. 

Moderate 
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o Classrooms: Daily cleaning of all hard surfaces 
(chairs, doors, door handles, sinks, light 
switches, window handles) 

o Offices: Daily cleaning of all shared 
telephones/printers/door handles 

o Site Entrance/Buildings: Daily cleaning of all 
touch points, door handles and electronic door 
switches. 

o All frequently touched surfaces (touch points) 
must be cleaned on a regular basis following 
Government guidance. 

o All used classrooms must be thoroughly 
cleaned daily. 

o Pupil equipment that cannot be easily cleaned 
(soft furnishings, soft toys etc.) on a daily basis 
or between uses to be removed. 

o Pupil equipment to be cleaned on a daily basis 
(toys, books, desks, chairs) 

o Books will not be used by children.  Tablets or 
whiteboards will be used with e-books.  The 
tablets will be cleaned before being used by 
another child. 

o Resources and homework will not be sent 
home with children. 

o Staff will not take exercise books home. 
o Staff will keep any resources taken home to a 

minimum. 
o Malleable resources, such as play dough, will 

be made up and placed in separate bags for 
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each child.  The bags will be labelled and a child 
can only use their play dough and mat. 

o Sand is not to be used. 
o Resources for activities such as painting, 

sticking, cutting, small world play, indoor and 
outdoor construction activities should be 
washed before and after use. 

o Staff to wash/sanitise hands and surfaces 
before and after handling pupil’s books. 

o As far as possible pupils to be provided with 
their own equipment that is not shared. 

o In Reception and Nursery regular cleaning and 
disinfection of surfaces, objects and toys, as 
well as handwashing, are particularly important 
and must take place. 

o Bins used for tissues to be emptied at 
lunchtime. (Staff to ensure gloves are worn, 
tissue waste to be double bagged. 

Pupils are most likely to spread COVID-19 by 
touching surfaces. It is possible that they are 
asymptomatic. Therefore adults are advised to take 
the following additional precautions: 
o Tie up long hair 
o Consider removing rings and bracelets 
o On returning home ask other members of the 

family to stay away. Don’t touch the front door. 
Once inside place clothes straight in a black bin 
liner. Take this to the washing machine. Don’t 
touch the washing machine. Place clothes 
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inside the washing machine. Go straight to the 
shower (don’t touch the door) and wash body 
and hair with soap/shampoo. You can now go 
and turn on the washing machine. 

Spread of 
infection at Site 

Access Points 

Pupils and 
Staff 

Unacceptable o Hand Sterilisation Station at every Classroom  
Entrance 

o One-way system is set up around the outside of 
the school to support with site-flow and drop-
off and pick-up times. 

o Staggered entry and departure times are in 
place. 

o All pupils to initially use the front door to enter 
but to use class door to exit through.  Once in 
school the external doors will be the only class 
doors used. 

o After the first day, the children will enter and 
leave through the classroom doors. 

o All staff to enter through front door.  
o Hand sanitizer to be used every time the 

building is entered. 
o Sign next to dispenser: Prevent the spread of 

Coronavirus - Please use hand sanitizer before 
entering site.  

o Allow plenty of space minimum 2metres 
separation between each other when entering 
and leaving site. 

o All doors to be propped open. 

Moderate 
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o If door cannot be propped open then member 
of staff to open / close and then wash hands for 
20 seconds.  

Moving around 
school 

Pupils and 
Staff 

Substantial o At drop-off and pick-up times the children 
should follow the one-way system that is set up 
around the school. 

o Stay 2 metres apart 
o Review the timetable: 

 Teachers to deliver lessons that focus 
on mental health and wellbeing and 
then the core subjects 

 Teachers to use the outside space as 
much as possible for lessons, being 
mindful of the 4 guiding principles, as 
well as the times for break/lunch 

 Lessons to be planned that 
prevent/reduce movement around the 
classroom  

 There is to be NO movement around 
the school building by any children 
other than across the corridor to the 
toilets. 

 Staff will ensure social distancing at all 
times when they move from their 
classroom to the staffroom (water 
heater, microwave etc). 

 Worship will be carried out daily in 
each class. 

Moderate 
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 Break times (including lunch) will be 
staggered so that all children are not 
moving around the school at the same 
time 

 Drop-off and collection times will be 
staggered with a one-way system and 
markings. These protocols have been 
shared with parents. 

 
Dining Room / 

Lunch Time 
Breaktime 

Pupils and 
Staff 

Unacceptable o Break times staggered to reduce congestion for 
staff and pupils.  

o Outside equipment will be used in zones and 
will be cleaned before being used by the next 
group.  

o Vertas will provide a cold lunch that will be 
bagged and boxed for each class. 

o MDSAs will collect the box of lunch bags and 
will take them to the classroom that they will 
be covering.  

o Pupils and Staff to sanitise hands before eating. 
o All surfaces will be cleaned before lunches are 

given out.  
o Children will bring in water bottles from home 

and these will be used for drinks at lunchtimes. 
o Water fountains will NOT be used – They have 

been cordoned off and switched off. 
o Tables cleaned after use.  
o Where possible lunches to be eaten outside.  

Moderate 
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o Staff asked to bring refillable drinking bottles 
from home or use the same cup/bottle without 
sharing.  

o Staff to wash their own cups/mugs  
o Enhanced cleaning measures: daily cleaning of 

drinking water tap mechanism / kettle / 
microwave controls / fridge handles / door 
handles / sink taps / tables / chairs. 

o Use of the staffroom will be staggered with a 
limit on numbers in the staff room at any one 
time.  

Toilets - spread 
of infection 

Pupils and 
Staff 

Unacceptable o All pupil toilets to be unisex with a one in and 
one out system. External doors to be propped 
open. 

o Pupils to have a designated toilet depending on 
their class group.  Partitions have been erected 
in the toilets to minimise contact between class 
groups. 

o Hand washing (for 20 seconds with soap). Staff 
to review and teach good habits and routines 
by using age appropriate games, song and 
repetition.  The e-Bug materials are to be used 
regularly to ensure that all children are washing 
their hands correctly. 

o Sinks have hot and cold water with 
antibacterial soap provided.  

o Maintain 2m gap at all times  
o Hand dryers and disposable towels used for 

hand drying.  

Moderate 
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o Enhance Cleaning Regime:  
 Daily sanitise of door handles/cubical 

door handles/locks/toilet flush and 
toilet seats, taps basins, hand dryer 
touch points 

Vulnerable 
people and 
vulnerable 
households 

Pupils and 
Staff 

Substantial o If a child or a member of staff lives with 
someone who is clinically vulnerable (but not 
clinically extremely vulnerable), including those 
who are pregnant, they can attend their 
education setting. 

o If a child or staff member lives in a household 
with someone who is extremely clinically 
vulnerable, as set out in the COVID-19: 
guidance on shielding and protecting people 
defined on medical grounds as extremely 
vulnerable guidance, they should not attend as 
stringent social distancing cannot be 
guaranteed. They will be supported to learn or 
work at home. 

Moderate 

 

Providing first 
aid 

Pupils and 
Staff 

Unacceptable o If a pupil has an accident and is showing any 
symptom of COVID-19 then follow the protocol 
for dealing with a person who has symptoms, ie 
isolate and only apply first aid if really 
necessary. 

o If a pupil / adult has an accident but does not 
have any symptoms of COVID-19, put on 
gloves, apply first aid, remove gloves, then 
wash hands for 20 seconds.  

Moderate 
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o Encourage everyone to administer their own 
first aid as much as possible.  

Starting to feel 
unwell 

Pupils and 
Staff 

Unacceptable o If staff member or pupil starts to feel unwell, 
with a new cough or temperature. They must 
be sent home and advised to follow the COVID-
19: guidance for households with possible 
coronavirus infection guidance. 

o If a child becomes unwell with symptoms of 
coronavirus while at school they should be 
isolated in the Headteacher’s Office.  If they 
need direct personal care before they can 
return home, a face mask should be worn by 
the supervising adult if a distance of 2 metres 
cannot be maintained. If contact with the child 
or young person is necessary, then gloves, an 
apron and a face mask should be worn by the 
supervising adult. If a risk assessment 
determines that there is a risk of splashing to 
the eyes, for example from coughing, spitting, 
or vomiting, then eye protection should also be 
worn 

o If a child, with COVID-19 symptoms, is awaiting 
collection, they should be moved to the 
Headteacher’s Office and the door shut.  Age 
appropriate adult supervision should be 
provided.  

o If they need to go to the toilet while waiting to 
be collected, they should use the adult toilet 
opposite the School Office. This toilet should be 

Moderate 
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closed and then cleaned and disinfected using 
standard cleaning products before being used 
by anyone else. 

o PPE should be worn by staff caring for the child 
while they await collection.  

o In an emergency, call 999 if they are seriously ill 
or injured or their life is at risk. Do not visit the 
GP, pharmacy, urgent care centre or a hospital. 

o If a member of staff has helped someone who 
was unwell with a new, continuous cough or a 
high temperature, they do not need to go 
home unless they develop symptoms 
themselves (and in which case, a test is 
available) or the child subsequently tests 
positive (see ‘What happens if there is a 
confirmed case of coronavirus in a setting?’ 
below). They should wash their hands 
thoroughly for 20 seconds after any contact 
with someone who is unwell. Cleaning the 
affected area with normal household 
disinfectant after someone with symptoms has 
left will reduce the risk of passing the infection 
on to other people. See the COVID-19: cleaning 
of non-healthcare settings guidance. 

o Clean all areas where the ill person/child was 
working before they are used by others.   
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Staff/Pupils 
unsure if they 
or someone in 

their household 
have the virus- 
and travel into 

school - 
spreading 
infection. 

Pupils and 
Staff 

Substantial o Stay at Home:  
Staff -  if they think they or someone else in 
their household could be or definitely has 
symptoms, stay at home, phone in and inform 
headteacher.  Headteacher will book test via 
the Portal and follow government guidance on 
self-isolation.  
Pupils – if families think someone in the 
household has symptoms, stay at home, phone 
into school, book test and follow government 
advice on self-isolation.  

Moderate 

 

Confirmed 
COVID-19 case 

at Long 
Melford CEP 

and returning 
to school after 
self-isolation 

Pupils and 
Staff 

Substantial o When a child or staff member develops 
symptoms compatible with coronavirus, they 
should be sent home and advised to self-isolate 
for 7 days. Their fellow household members 
should self-isolate for 14 days. 

o A test is available to pupils and staff if they 
display symptoms.  

o Where a negative test is returned they can 
return to school and household members can 
end their self-isolation.  

o Where the child or staff member tests positive, 
the rest of their class group at school should be 
sent home and advised to self-isolate for 14 
days. The other household members of that 
wider class group do not need to self-isolate 
unless the child or staff member they live with 
in that group subsequently develops 
symptoms. 

Moderate 
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o Pupils briefed by the class teacher about the 
rules and requirements 

o ALL Staff members to be issued with an up to 
date copy of the risk assessment.  
 

Ensuring 
adequate 

staffing levels 

Pupils and 
Staff 

Moderate o Audit staff to identify which staff are able to 
return to work 

o Consult HR with queries 
o Draw up staffing timetable 
o Consult staff with risk assessments 
o Consult Governing Body with risk assessments. 

Acceptable 

 

Commuting: 
Spread of 
infection 

travelling to 
school. 

Staff Substantial o Staff should travel to site alone using their own 
private transport.  

o Ensure car doors handles, steering wheel and 
gear stick etc. are cleaned after using the 
vehicle to travel to work. 

Moderate 

 

Spread of 
infection in car 

park 

Staff Substantial o On arrival at car park- where possible park next 
to an unoccupied car.  

o Refrain from touching other cars to reduce risk 
of surface transmission.  

o Maintain 2m distance between other staff 
members in car park between cars and 
entrance gate. 

o No parents are to use the car park. 

Moderate 

 

Delivery drivers 
spreading 
infection 

Pupils and 
Staff 

Unacceptable o All non-essential delivery drivers stopped from 
entering site.  

o Explain coronavirius controls to drivers that 
have to enter site.  

o Maintain 2m separation distance with site staff.  

Moderate 
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o Delivery notes not to be handed to one 
another.  

o No access to site welfare facilities for the driver 
whilst on site.  

o Passengers not permitted out of cab.  
o Site staff: Use your own pen to sign delivery 

notes. 
o Where possible, deliveries should be left 

outside the front door.  Items should be 
removed from external packaging before they 
are brought into the building. 

o Remove all packaging and place immediately in 
bin.  

o Alternatively leave the package on the side for 
addressee - for 24hrs before opening then 
dispose of the packaging and wash hands 

o Wash hands for 20 seconds. 
Communication 
 
Communicate 
the control 
measures 

Pupils, Staff 
and Visitors 

Substantial o Tell children, parents, carers and any visitors 
that they must not to enter the school if they 
are displaying any symptoms of coronavirus 

o Tell parents that if their child needs to be 
accompanied to school, only one parent should 
attend 

o Tell parents and pupils their allocated drop off 
and collection times and the process for doing 
so, including protocols for minimising adult to 
adult contact – one-way system 

o Make clear to parents that they cannot gather 
at entrance gates or doors, or enter the site 

Moderate 

 



                                                     

Hartest Church of England Primary School 

 

 

17 | P a g e  
 

 
 

 

                                        

 

(unless they have a pre-arranged appointment, 
which should be conducted safely) 

o Make parents aware of PHE and e-bug 
resources.  

o Ensure parents and pupils are aware of 
recommendations on transport to and from 
school (including avoiding peak times). 
Following Government guidance on safe travel 

o Communicate and discuss plans with staff, 
including any training.  

o Communicate early with contractors and 
suppliers that will need to prepare to support 
your plans for opening for example, cleaning, 
catering, food supplies, hygiene suppliers 

o Discuss with cleaning contractors or staff the 
additional cleaning requirements and agree 
additional hours to allow for this 


